An AASIS Training Guide WCPTAR — Workers’
Comp Premium Tax

Annual Report

Demonstration

- Workers’ Comp Premium Tax Annual Report
(ZHR_WCTAX)

Note: The roles that have authorization to generate this report are
Agency HR/FI Posting Specialist and State HR/FI Posting Specialist.

This report will reflect total earnings by cost center, internal order
and/or wbs element. Also, reflected is the total workers’ compensation
amount owed by the agency.

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1
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Workers’ Comp Premium Tax Annual Report

SCREEN VIEW STEPS

Menu  Edit  Favorites wstern  Help
@ | zHrweTad HGaa DHE ODoan AR @M
SAF Easy Access ‘AASIS MENU

BE| % a8 2| v a

1a. Enter transaction code
ZHR_WCTAX in the command field
and press enter,

I 1 Logistics 4] OR

O o .
e s - 1b. Optional — Follow the menu path
S o s o G rh and double click on Workers’ Comp

b (1 Materials Management

I [ Financial Accounting

= {3 Human Resources
I (1 Organizational Management
= 3 Payroll

) ZACH - ACH warants » You may want to add the
@ ZPYUSI0001 - HR Paroll Interfat H H
transaction code to your favorites.

2 ZPYUSROD0 - Employee Masts
F2) ZEVEN_LABELS - Print Vendar j
2 ZHR_RET|_RECON - Retiremet
) ZPYUSROD0Z_A- Select speci
2 ZGARN_DETRPT - Gatrighmen
2 ZHR_CLAIMS_PROC - Claims
) ZPYUSRO003 - DeductionfArrea

F2) ZSPLIT - Split Payrall Simulatior
)RR WCTAR. Watkers Somp Prerium Tax Ann Repar{ 1
I [ Reporting E

an [ Il

Premium Tax Annual Report.

\ 17| 2. Enter the Calendar Year.

Program  Edit Goto Help

@ 2 Cae DHNE DNoD BE @6

Worpers' Comp Premium Tax Annual Report

e 4 —

Repart Selection Criteria 2

I S 3. Enter the Business Area.

Business Area 6718| to

Cost Center: o

B8 lren . > This report can also be ran by cost

o center, internal order or wbs element.
i oo However, the Business Area must
oAning urmmary Hepo ElE)

also be entered.

4. Click Execute.

»To send this report to excel go to
the step 6.

[l [l
\ 47

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1



An AASIS Training Guide

WCPTAR - Workers’
Comp Premium Tax
Annual Report

Workers’ Comp Premium Tax Annual Report

SCREEN VIEW

List Edit Gotc

wstem  Help

DI H QO BHE 008 HE 28

STEPS

Workers' Comp Premium Tax Annual Report

N\

PROGRAN: ZPYUSRAO15_WKR_COMP_ANN_RERORT WORKERS COMP PREMILIM
TIME: 16:18:32 CLIENT 108

CALENDAR YEAR: 2083

@EPDN
WORKERS CONP PERGENT o.006390

1010

Bus.frea Cost Ctr Intrl-Order WES-Element

Tot Earnings Amt

Tot Worke

5. View the report information.

» The Workers’ Comp Percent will be
reflected for that calendar year, (i.e.
calendar year 2003, the percentage is
0.000390).

» To verify the total earnings amount,
execute the FI Payroll Posting
Report. For more details, refer to the
Demonstration “FI Payroll Posting
Report — Verification of the earnings
amount from the Workers’ Comp
Premium Tax Annual Report”.

DE10 3a32m 18,457 .28-
DE10 3a32m 10610002 272 166.37
DE10 3a32m 10610004 125,853.27
DE10 3|30 106,819.04
DE10 3|30 10610078 16,970.73
DE10 Ja3z2z0 10610079 61 ,609.90
DE10 3|3225 45 502 74
DE10 3|3225 10610080 745, 758,58
DE10 383230 10610005 209,363.32

DE10 383230 10610006 162,080, 42 z

5

Ao | D]

\ 47

Program Edit Goto Swstem Help

@ @@ BHE D000 BE @m

Workers' Comp Premium Tax Annual Report
& &

Repart Selection Criteria
Waorkers Comp Rate

Calendar Year. 2003

Business Area 0618 fo
Cost Center fo
Internal Grder: fo
WBS Element fo

Download Options:
Download Detailed Repart Data:
Download Summary Report Data

Dl

[IEID

47

> If you do not want to send the
report to Excel, skip steps 6 - 21.

6. Optional — to send the report to
Excel, click on the drop-down list for
‘Download Detailed Report Data’ or
‘Download Summary Report Data’
and follow steps 6 thru 21.

The ‘Detailed Report’ provides more
information than the ‘Summary
Report Data’ or the standard report.
The information included in the
‘Detailed Report’ is as follows:

Calendar year; Business Area;
Personnel Number; Wage Type; Cost
Center; Internal Order; WBS Element;
Amount; Payroll Date; For Period;
Post Date; G/L Account; and Run ID
number.

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1
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Workers’ Comp Premium Tax Annual Report

SCREEN VIEW STEPS

The ‘Detailed Report’ will not reflect
the workers’ compensation tax
amount.

The ‘Summary Report’ and standard
report provides the following data:
Business Area; Cost Center; Internal
Order; WBS Element; Earned
Amount and Workers Comp Amount.

» For this demonstration, we are
selecting the ‘Detailed Report Data’.

2|
Laok in: I 2 My Documents j = ﬁ‘ .'
|1 HREENY4.2 @AASIS Annaunc
1 HRBENYS ®nasts Commun
1HRPAz. 1 ®nasts Commun
C1HRPA @Agency Directol . .
iy ot s cosat 7. Optional — enter a file name for the
| My Pictures @APERS Commur
E] 13_HRBEMN_CHAPTER 13_Open Enralment v4.2.ppt @APERS Reconcil re po rt .
ZDDS Fiscal Year End APERS.doc @APE BLnte: .
L_El 44515 Announcement Request Open Enrallment 2002, doc A 8 . C I | Ck O pe n.
iy Cop /! |
- File: name: IDEW 0 workers comp report 2003 < 7 (pen
& Files of type: I“_x N j Cancel
My Network P I™ Qpen as readarly
4
0| [+

\ 07

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1



An AASIS Training Guide

WCPTAR - Workers’
Comp Premium Tax
Annual Report

Workers’ Comp Premium Tax Annual Report

SCREEN VIEW

Program  Edit G

(V] a @@ BHE S000 BE @M

Workers' Comp Premium Tax Annual Report

AL

STEPS

1 Ofort Selection Criteria
Workers Comp Rate:

| Calendar vear: 2003
Business Area: ilial:] to
Cost Center. to
Intemal Order: to
WBS Element fo

Lelelele]

A

Download Options
Download Detailed Report Data:
Download Summary Report Data:

cidocuments and settingstdnjolleimy docurnents\0E1 0w g 9

9. View the file name.
10. Click Execute.

» Open up your Microsoft Excel on

0] 14 your personal computer.
\ A7
Ed Microsoft Excel - Bookl =1 i
] Ble Edt Yew Insert Format Took Data Window el mesaesanternse -8 x| 11, Click O pen.
He & rB@E- E-4l BT 0 - B IO A H
T | 4 B2 o
- #
| ' B [ ¢ [ b | E | F I 6 | I~ New Workbook v x
1 1 nl Open a workbook
L workers comp report detailed
| 3 warkers camp report
L ETR. transporks as of 01232004.%L,
i Group Study Options. xls
% (= More workbooks, .
T New
T [ Blank Warkbaak.
E New from existing workbook
11 | ] Choose warkbook. ..
12 New from template
% I General Templates. .,
ﬁ él Templates on my Web Sites. ..
f w I Templates on Microsaft.com
17
[16]
[19]
El
1]
2]
| 23 (5 Add Metwork Place...
24 | b Micrasaft Excel Help
% - Show at startup
W 4 » d\Sheett [ Sheet? [ Sheetd I4] | ﬂJJ
Ready T

AASIS Support Center, Diane Jolley
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Workers’ Comp Premium Tax Annual Report

SCREEN VIEW

STEPS

Fd Microsoft Excel - Book1

@ File Edt Wew Insert Format Tools Data  Window Help

Type & question for help

=171

-8 X

12. From the drop-down list for Files
of type, select ‘All Files (*.*)'.

13. Locate your file name.
14. Click Open.

Warters comg Femiumtan an I Ehis is correct, choose Kext, or choose the data bype that best describes your data.

Original data type

T —
— =="Z \Choose the file type that best describes your data:
- £ Diefimited: - Characters such as commas or kabs separate each field,

" Fixed width

- Fields are aligned in columns with spaces between each figld.

#WBS Ele

==

F]

16

Warterd Comp Femium fa i

= Start import at row: |1 ﬂ File origin: IWindows(ANSI)
peieee
B = Preview of file C:\Dacuments and Settingsidnjolley). . \0610 workers camp repart 2003,
|1 Eal Yr;Bushrea;Persordbr;Vagely;CostCtr  ;IntOrdr
|[£F003 ;0610 ;00042317 ;6100 ;0000383201;
[2E002  ;0ELD ;00029418 ;1151 ;0000383201;
[4F003 ;0610 ;00010743 ;1200 ;00O0283201;I0610
|EEO02  ;0ELD ;00010742 ;1200 ;00002B83201;I06101
| i
5 ,i

Cancel | < Back | Mext » | Finish |

I

IS Support Lenter, Diang dalley

l

& FRR- 9 Z-HllTw - BID H-A-
3 B3 ¥ A B ¥a | (2 Bh 42 | warehowith channes  Frd Besien
Al 2
2 ‘ Lookin: I’”_\q My Documents j - @ X O - Tads e
g : _1HREENN4.2 @APERS Communication R
% 8 IHREENYS )4PERS Reconciation Wz
1 Histary | |HRPAYZ.1 @APERS recontest Particip
% C1HRPAY3 APERSWAGETVPE
—— My Broadcasts @As shown in the example
5 [Z]My Pictures @CAPS address.doc
L My Documents 0610 waotkers comp repork 201 CAPSLOGOS‘ppt
i 13_HRBEN_CHAPTER 13_Open B\fcllment v4.2 ppt Communication about AF
i 4 2003 Fiscal Vear End APERS.doc @Cnpy of HRPAL6-VerZ. 2
% L AASIS Announcement Request Open Enrollment 2002, doc Davel.doc
AN Desktap ABSIS Announcement Request Open Enrollment 2003.doc Dema Ad Hac GQuery.ppt
12| |AASIS Communication Request far administratar change.dac Dema Dependants Cove
ﬁ 7 ARSIS Communication Request, doc Dama Empl jinque
l Agency Directar's-HR. Managers Mames and Mumbers11.xls @Dema Empl inque
% Favorites APERS class attn 200033k Demn Empl 1 4 ary [
i g L
18 == File: name: v e
W My Network I J —
7 Places Files of type: {a) Fies (*,%) - Cancel
— N
21 All Microsaft £t sy * ok . Bt * html; |
|22 Microsoft I s * xa; ¥l * xdm; ¥l
3 Webh Pages an| rchives (*.htm; * html; *.mht; #,mk
m AL Files (*
[E=sd| Text Files (*, k) *.csv) hd i
28
0l =
W 4 » M}Sheetl {Shest? f Sheets |41 Ll
Ready UM
rosoft PowetPaint - [Dem M|
@ Fle Edt Yiew Insert Format Tools  Slide Show  Wwindow Help Type a question for help = %
DeEdL8 SRV | IBRY o o |[MOHG|Ead @™~ -0,
Aril iz -B I U = = |i= A : é * | [ Design “Inew Slide = .
Slides Text Impott Wizard - Step 1 of 3 oz
4 'i = The Text Wizard has determined that your data is Fized Width, ﬂ

j |Fhr\/ to odd mote

¥ I_\«\ RN

15. Click in the radio button for
Delimited.

16. Click Next.

AASIS Support Center, Diane Jolley
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Workers’ Comp Premium Tax Annual Report

SCREEN VIEW

STEPS

icrosoft PowerPoint - [Demo

=8|

17. Click in the box by Tab to place a
checkmark.

18. Click in the box by Semicolon to
place a checkmark.

19. Click Next.

@ Fle Edt View Insert Fomat Todls SideShow Window Help Type aquestionforhelh = X
DeEER SRV IBRS v - o |MOHG(Eas @ -0,
TmeshewRoman = 24 » B 1 U & | E 2 A é « | A Design TIhlew Side (=
Slides Text Import Wizard - Step 2 of 3 Exf3 i
Err—
5 ’i This screen |  the delimiters your data contains. Vou can see
warird comp FemumTar anOW OUI et ted in the preview below,
L3 § [ Treat consecutive delimiters as one
| - Tab ¥ Semicolon: I™ Camma
[ Space [~ Other: I_ Text qualifier: I
iata previe
[al Tr Pusirea Personllbr [TageTy LostCtr [nt0rdr ES Ele |2
£onz 610 0042317 El00 onozeaz0l
£onz 610 0023418 f[1EL onozeaz0l
£onz 610 0010743 fzoo 000283201 [[0610007—
£onz 610 0010743 fzoo 000282201 [[061000. v|
1 19 M
Vartore Camg RemlumTan &0
— - Cancel | < Back | Dlext = | Einish |
v
H
v
I
4] z
Soo e | 11Click o add notes E
icrosoft PowetPoint - [Demo g ﬂ
@ Fle Edt Yiew Insert Format Tools  Slide Show  Wwindow Help Type a question for help = %
DEEHEA SRV | IBRY | o-o- MDOHE | Ead s -0,
TimeshewRoman  » 24 « B 7 U § = A : é . @'Degign I hew Slide ::
Slides Text Import Wizard - Step 3 of 3 alxj|-r3ne
5 e This screen lets you select each column and set olumn data Format o
\Warter Coma Femium Tan e B i @ General
'General’ converks numeric va_IL!es to numbers, date | © Text Tab to place a
walues to dates, and &ll remaining values to kext,  pater [MDY -
€ Do not impart column (skip) Semicolon to
Advanced...
eneral epnerallbeneral eneral General
Personfbr [lageTy FossCtr  [nuOrdr WBS Ele ﬂ
0042317 El00 onozeaz0l
0039418 [LIEL  PO003E3Z0L
0010743 fzoo 000282z01 0610002
I— 0010743 [200  POO03E3Z01 0610002 =]
=
s [ 3 20
Warters Camp Femlum Tas
Cancel | < Back | et = |
-
H
v
b4
| »
| ) 5
Click tn 2dd notes

20. Click Finish

AASIS Support Center, Diane Jolley
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Workers’ Comp Premium Tax Annual Report

STEPS

SCREEN VIEW

JREIES
@ File Edt Wew Insert Format Tools Data  Window Help Type aquestion for help = o @ X

DEHd2 & bRl -5 @R w-BIU 4= -A-

i G Y e .

Al - e Cal Yr
A | B | ¢ | b | E | F G | H | b K L 3

1 [Cal¥r lBusArea PersonMbrWageTy CostCtr  IntOrdr  WES Ele  Amt PayrollDt ForPeriod PostDate G/L AccT
1 2 | 2003 610 6100 383201 -43457 3 20031021 0 20031022 5.01EH
| 3 | 2003 610 181 38320 26000 20030331 200307 20030404 5.01E+L
|4 2003 610 1200 383201 10610002 J601.09 20030004 200316 20030800 5.01E+
| 5 | 2003 610 1200 383201 10610002 3318.83 20030721 200315 20030725 5.01E+
| 6 | 2003 B10 1200 383201 0610002 3678.68 20030707 200314 200307171 5.01E+
| 7 | 2003 610 1200 383201 10610002 1623.65 20030623 200313 20030627 5.01E+L
| B | 2003 610 1200 383201 10610002 3526.37 20030623 200313 20030627 5.01E+
| 9 | 2003 B10 1200 383201 ID610002 -3653.22 20030823 200313 20030827 5.01EH
10 2003 610 1200 383201 10610002 365322 20030609 200312 20030613 5.01EH
11 2003 610 1200 383201 10610002 393228 20030523 200311 20030530 S.01E4
12 | 2003 B10 1200 383201 0610002 4089.13 20030512 200310 20030516 5.01E+
13 | 2003 610 1200 383201 10610002 3987.66 20030428 200309 20030430 5.01E4
14 2003 610 1200 383201 10610002 4008.33 20030414 200308 20030418 5.01E+L
15 | 2003 B10 1200 383201 ID610002 3906.91 20030414 200308 20030418 5.01E+L

| 16 | 2003 610 1200 383201 10610002 -4059.13 20030414 200308 20030418 5.01E4
17| 2003 610 1200 383201 10610002 4059.13 20030331 200307 20030404 5.01E4

| 18 | 2003 B10 1200 383201 0610002 4089.13 20030317 200306 20030321 5.01E+
19 | 2003 610 1200 383201 10610002 3683.22 20030303 200305 20030307 5.01E+
20 2003 610 1200 383201 10610002 3703.95 20030303 200305 20030307 5.01E+L
2 2003 B10 1200 383201 ID610002 1279.85 20030609 200312 20030613 5.01E+L
|22 2003 610 1200 383201 10610002 1625.21 20030523 200311 20030530 5.01EH
|23 2003 610 1200 383201 10610002 1625.21 20030512 200310 20030516 5.01E+

| 24| 2003 B10 1200 383201 0610002 1462.69 20030425 200309 20030430 5.01E+
1 25 | 2003 610 1200 383201 10610002 1625.21 20030414 200308 20030418 SD1E-HIv
= o =T 1900 01 InEA0NNA AR M ANMOM2I ANMANT ANMONATd | £ A4S T
H 4+ H}\0610 workers cofrprepurt 2003 |41 1 ﬂjJ
Ready UM

21. View the information in Excel.

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1




An AASIS Training Guide WCPTAR — Workers’
Comp Premium Tax
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Glossary of Headings
for
Workers’ Comp Premium Tax Annual Report

. Bus Area: The agency’s business area.

. Cost ctr: The cost center where the earnings were posted.

. Intrl-Order: This is the Internal Order usually used by agencies to report
programs.

. WBS-Element: This is the WBS element for projects and grants reporting.

. Tot Earnings Amt: The total amount of earnings reported for that cost center,
cost center and internal order, or cost center and wbs element.

. Tot Workers Comp Amount: This is the total Workers’ Compensation amount
owed.

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1
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Demonstration

- Fl Payroll Posting Report

(ZPP_FI_REPORT)

Note: The roles that have authorization to generate this report are Agency
HR/FI Posting Specialist and State HR/FI Posting Specialist.

This report will provide agencies with posted earnings amounts.

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1
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Fl Payroll Posting Report

SCREEN VIEW

Menu  Edit Ea
& | zPr_FI_REFORT|

STEPS

1. Enter transaction code

@0 DHR BOL8 @m

BE|&| HE 2|[va

SAP Easy Access AASIS MENU

| ZPP_FI_REPORT in the command
field and press enter.

@ 3 Favorites
PAA0 - Parsannel Acions
PA30 - Maintain
PA20 - Display
7 {3 5AP menu
b (3 ofice
b [ Logistics
I [ Accounting
I (21 Human Resources
I [ Information Systems

b 3 Tools

I (1 Special Transactions & Reports (State of Arkal

2. Click on ‘Get variant'.

an

EAD]

Program  Edit  Goto

Systern Help

@ Bl CEQIRRE ADOD @m
FI Paypli Posting Report
o 2

N

Mumber of Pasting Run
Pasting run status
[] Simulation run

14]0+]

=5 5

Business Area
Funds Center
Fund
Commitment iterm
Order

GIL Account

Cost Center

WBS Element
Wark Center
Wendar

Wage type
Posting docurment
Document type
Posting document status

Lelelelelelelelelelelelelele|

B

]|

D]

7

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1
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Fl Payroll Posting Report

SCREEN VIEW STEPS

S —— .| 3. Delete the name in the field for
(V] eHICE@ EHE Do I EBE @ = ‘Created by’
FI Payroll Posting Report . .
4. Click Execute.
el
Number of Fosting Run to ;

Posting run status to

Lele]

(] Simulation run

Business Area to =

Funds Center to o

Fund to =

Commit | EIREIER o

Order E

BILA Wariant 2

COSLCE ) ronment 2

WESEE] oreated by DHJOLLEY 1=

M G2 changed by &

ke Original language 2 —
Wage tyy o

Posting E

e : E 2 5. Double click on the variant name

D] 4 e “WCTAX”.

Az

Systern  Help

a8 ¢e@ CHE DDLDIFE @

Program  Edit  Goto

FI Payroli Posting Report

D
Nurnber of Posting Run to E =
Fosting run status 1o =

[ Simulation run

! ant Ditectory of Program ZRPGIPDON

Busines é ﬁ [H] [
Funds ‘Yariant catalog for program ZRPCIPDOD E
i Variant hame Short descriptn .|..|cha =
commitl [T SALARY T8 Salary A [HOU[ =
orer ||| EEALARVIERG [T8 SalaniFRG Al |HD =

TOB BALARIES |Toh Salaries A [HTH =
Ol ACCE e EPREV FRIN.. |Tobprev Frings NREE 1=
Cost Ce [T o BPREV GALFRI| Tobprey salf DREE Y 1=
\WBS EIE e FUNDS WA... [1200 Wages A X HOI E
Work Ce [WCTAK Witkers Comp Prem Tax Rpt Varia n = 2
verdar L5 5 \ (0] E
Wage fyp o
Posting | =
Document ype [ =) =
Posting docurment status to = ?

<[] 7 |[«ID]

\ 4.7

AASIS Support Center, Diane Jolley
2/2/04, Revised to V1
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Fl Payroll Posting Report

SCREEN VIEW STEPS

Help

BAHICE DHR DBSD @m

Program  Edit Goto

6. Enter the agency’s Business area.

@
FI Pagroll Posting Report » The agency mgy_/ also want to

o search by a specific cost center,

T = = order (internal order), wbs element, or

Imulaton run [+]
, 7 personnel number. Enter the
<:|6 — .| additional search criteria after the

Business Area 0618 to 2 .

Funde Certer o E business area has been entered.

Fund to o

Commitment itern fo E

Order o )

GiL Account SE1B0AT000 fo B

Cost Center o )

WS Element o 5]

e i % 7. Enter the calendar year dates for
Wage tpe e E the year of the workers’ comp

! @ = @ % premium tax report in the ‘Document

Posting document status 2 o ] posting date’ field, (le in this

01/81/2003 1243172083 o .

e i E - example the calendar year for 2003 is
e g . 01/01/03 to 12/31/03).
\ 47

Program  Edit  Goto Help

3 CGR CHE D0OD D@

FI Payroli Posting Report
o( 8

8. Click Execute.

| DSm"wu\atmn rn ;
=
Busingss Area 0618 to =y
Funds Center fo ) |
Fund fo )
Commitmant fiem o =
Order o ]
GIL Account 5818081808 to 3
Cost Center 1o =
WBS Element 1o E
Wark Center fo E
Wendar fo =
Wage type o B
Posting docurnent 1o =
Document type 1o =)
Posting document status 20 to =
Document posting date 01/a1/2003 to 12/314’2093 E
Personnel Number o B =
Archive option 3 sl
bd
ol |[][»]
\ 47
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Fl Payroll Posting Report

SCREEN VIEW STEPS

List

Edit  Got

9. Use the scroll bar until you find the

3dH QEQ CHE OB LS HRE Qo Amount column

FI Payroll Posting Report
g a9v@¢losarenB@as O

‘fear|Posting Date | Run Mumber|St. | Posting doc.|St | Line number|BusA| Cost Center WHS Element Wark Ce... [Ordel
01i10/2003 395150 1021317 (20 1|0610 | 383201 1061 |Z|
01i10/2003 3951150 1021317 |20 1|0610 | 383201 1061 El
0110/2003 3951|50 1021317 (20 1(0610 383201 10610
01/10/2003 3951 |60 1021317 {20 1(0610 383201 1061
0110/2003 3841|40 1021317 {20 1(0610 383201 1061
01i10/2003 3951150 1021317 |20 1|0610 | 383201 1061
01i10/2003 395150 1021317 |20 1|0610 | 383201 1061
01i10/2003 395150 1021317 |20 1|0610 | 383201 1061
0110/2003 3951|50 1021317 (20 1(0610 383201 1061
01/10/2003 3951 |60 1021317 {20 1(0610 383201 1061
0110/2003 3841|40 1021317 {20 1(0610 383201 1061
01i10/2003 3951150 1021317 |20 1|0610 | 383201 1061
01i10/2003 395150 1021317 |20 1|0610 | 383201 1061
01i10/2003 395150 1021317 |20 1|0610 | 383201 1061
0110/2003 3951|50 1021317 (20 1(0610 383201 1061
01/10/2003 3951 |60 1021317 {20 1(0610 383201 1061
0110/2003 3841|40 21317)20 1(0610 383201 1061
01i10/2003 3951150 9 21317 |20 1|0610 | 383201 10610
01i10/2003 3951 S‘D_ 11’317 20 2|0610 383201 1061 El
Iﬂm‘DMDJ‘ 003 3851 (50N _A21318/20 110610 1383201 ﬁ%iﬂ 10 C“Ck On the headlng for Amount
| | i '
‘ This column reflects the earnings for
N

employees.

Lot Eot_Gol i - : 11. Click on Total.
il B ICEa I EHE fto0 RA @m .

FI Payroli 11 Report

SR E S

Qrder In-peri...|Far-pe.. [T Pers. N0.|SSN Amount!Funds Center Fund GIL Accoul
10610002 012003012003 {1200 320317 (272 HSCA101 50100010 E|
10610002 012003 | 012003 (1211 137278 (272 HSCE101  [50100010)[<]
10610002 012003012003 {1200 44528 | 272 H5CA101 50100010
10610002 012003 |012003 (1845 0.00 (272 HSCE101  |50100010
10610002 012003 012003 {845 000|272 H5CA101 50100010
10610002 012003 | 012003 (1200 468.74 |272 HSCE101  |50100010
10610002 012003 012003 |i845 000|272 HSCE101 50100010
10610002 012003 | 012003 (1200 650.08 |272 HSCE101  |50100010
10610002 012003 012003 |i845 000|272 HSCE101 50100010
10610002 012003 | 012003 {1250 487.56 | 272 HECE101  |50100010
10610002 012003 012003 {1250 46875 |272 HICH101 40100010
10610002 012003 | 012003 (1250 268718 |272 HSCE101 50100010
10610002 012003 012003 {1241 202955 272 HICH101 40100010
10610002 012003 012003 |12461 487 86 | 272 HSCA101 50100010
10610002 012003 012003 {1241 625.00 (272 HSCE101  |50100010
10610002 012003 012003 12451 17812 |272 HSCA101 50100010
10610002 012003 012003 (1211 1217.74 272 HSCE101  |50100010
10610002 012003 012003 {1200 81183272 HSCA101 50100010| L
10610002 012003 | 012003 (1200 12522 |272 Fscetal  |so1oo0zo|(2]
10610004 012003 1012003 11845 0001272 HSCE101 SU1U_|1D_’LEE|
I — I o
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SCREEN VIEW STEPS

List Edit Goto

0s
3 IHI Q@R SRR a0 00 BR @m
FI Payroll Posting Report

Far ¥ 2% ¢ BTl Ead 0

12. Verify the total sum reflected on
this report with the total earnings
amount reflected on the Workers’
Comp Premium Tax Annual Report.

QOrder In-peri...|For-pe..WT Para hn (25N Amount|Funds Center Fund GIL Accoul
262003 |262003 1845 0.00 [584 HSCE101  [50100010][a] > These CO|umnS Should reﬂeCt the
262003 (262003 [1200 1,581.93 584 HSCE101  [50100010|[+]
262003 |262003 |iG45 0.00 |84 HSCE101 50100010 same total.
10610077 262003 [262003 [1252 273.76 |564 HSCB101 50100010
10610077 262003 [262003 [i845 0.00 [584 HSCB101 50100010
10610077 262003 [262003 [1200 2,463.88 [584 HSCB101 50100010
262003 [262003 [i845 0.00 (252 FFB0202  |50100010
262003 [262003 [1251 783.10 |252 FFB020Z  |50100010
262003 [262003 [1251 3096|252 FFBOZ02  |50100010
262003 [262003 [1200 87251 |252 FFB0202  |50100010
262003 [262003 [1200 70479 |252 FFB0202  |50100010
262003 [262003 |i845 0.00 [252 FFB0202  |50100010
262003 [262003 [1252 5272[252 FFB0202  |50100010
262003 [262003 [1252 7831|252 FFB020Z  |50100010
262003 [262003 [1252 15319 |252 FFBOZ02  |50100010
262003 [262003 [1200 1,640.77 252 FFB0202  |50100010
262003 [262003 [i845 000 252 FFB0202  |50100010
262003 [262003 [1200 1,363.26 |2 FFBO202 50100010
5 1275572682 12 E
\l -
ol ‘ || » If they do not, follow the steps
below to research:
| a7

A. Click on the heading for Cost
Center.

List Edit Gota

BaHICEe SHE 9000 AR QF . . . .
] B. Click on Sort in Ascending Order.

oil Postil eport

& & @ ¥ ks E
Line number|BusA|Cast Center WWBS Element|Wiork Ce... |Order In-peri...| For-pe..[WT Pers.Mo, ‘SSN
1|0610 (3833457 262003 262003 /845 |ﬂ
1|0610 |383357 262003 |262003 |1200 E
1|0610 (383357 262003 262003 |[i845 u
1|0610 |383357 0610077 262003 |262003 |1252
1|0610 (383357 0610077 262003 262003 |[i845
1|0610 | 383357 0610077 262003 | 262003 |1200
1|0610 (383397 F.0610.20020BBX0005-02 262003 |262003 /845
1|0610 |383397 F.0610.2002DBBX0005-02 262003 | 262003 |1251
1|0610 (383397 F.0610.20020BBX0005-02 262003 262003 [12591
1|0610 |383397 F.0610.2002DBBEX0005-02 262003 |262003 |1200
1/0610 (383397 F.0610.20020BBX0005-02 262003 (262003 [1200
1|0610 (3833497 F.0R10.20020BBX0005-02 2B2003 | 262003 /845
1/0610 (383397 F.0610.20020BBX0005-02 262003 262003 [1252
1|0610 (383397 F.0R10.20020BBX0005-02 262003 | 262003 1252
1|0610 |383397 F.0610.2002DBBR0005-02 262003 |262003 |1252
1|0610 (383397 F.0R10.20020BBX0005-02 262003 262003 1200
1|0610 |383397 F.0610.2002DBBR0005-02 262003 |262003 /844
1|0610 (383397 F.0R10.20020BBX0005-02 262003 262003 1200 =
B
=
nof I
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Fl Payroll Posting Report

SCREEN VIEW

STEPS

List Edit Got

C. Click on the heading for Cost
Center again.

JH @ DHE S804 BRI @M

List

Edit G

la @@ BHE D000 BE @m

FI Payroli Posting Report

FI Payroli Post ort .
9 a7¥/g% @ {CiaTen s @ D. Click on Subtotals.
Posting doc.|St | Line number|Busa [Cost Center” WHS Element Woark Ce... [Order In-peti...|For-pe...\WT F
1594766 |20 1|0610 |383387 F.0610.20020BBX0005-02 252003 242003 |fa45 |Z|
1594766 |20 1|0610 F.0610.20020BBX0005-02 252003242003 1211 El
1594766 |20 1(0810 F.0f10.20020BBX0005-02 252003 | 242003 (1200
1694766 20 (0610 F.0610.20020BBX0005-02 262003252003 1252
16894766 (20 1(0810 F.0610.20020BBX0005-02 262003252003 1251
1584766 |20 1|0610 F.0610.20020BBX0005-02 252003252003 1281
16160889 (20 1|0610 F.0610.20020BBX0005-02 262003262003 |fa45
1616889 (20 1|0610 F.0610.20020BBX0005-02 262003 | 262003 1251
1616883 (20 1(0810 F.0f10.20020BBX0005-02 262003 | 262003 1251
1616883 (20 (0610 F.0610.20020BBX0005-02 262003262003 1200
1616889 (20 1(0810 F.0610.20020BBX0005-02 262003 | 262003 1200
1616889 (20 1|0610 F.0610.20020BBX0005-02 262003 | 262003 |fa45
16160889 (20 1|0610 F.0610.20020BBX0005-02 262003 | 262003 1252
1616889 (20 1|0610 F.0610.20020BBX0005-02 262003 | 262003 1252
1616883 (20 1(0810 F.0f10.20020BBX0005-02 262003 | 262003 1252
1616883 (20 (0610 F.0610.20020BBX0005-02 262003262003 1200
1616889 (20 1(0810 F.0610.20020BBX0005-02 262003 | 262003 /245
1616889 (20 1|0610 F.0610.20020BBX0005-02 262003 | 262003 [1200( |E
s
- .
== .= E. Verify the cost center subtotal
‘ amounts with the amounts from the
N

Workers’ Comp Premium Tax Report.

EREEEIEEERE Y G

Line number|Busa| Cost Center™|..|..[order In-peri...|For-pe... WT Pers.Mo.|S8MN Amaunt| Funds
1(0610 262003 | 262003 /845 12260|432414432 0.00 (272 E|
10610 262003262003 |1200 12250 432414432 1,293.61 |272 |Z|
1(0610 262003 (262003 1252 11043 (4322776847 4382|272 |H
10610 262003262003 |1252 11168|431118406 ] 205.61|272
1(0610 10610078 262003 | 262003 /845 31014 431555547 0.00 (272
10810 0610078 2620032682003 |1200 3014431555547 E 1,285.33 |272
1(0610 10610078 262003 (262003 1252 31014 431555547 \7 85.69 272

3830 o, 245,681.89

1(0610 10610079 012003 (012003 (1250 10955|432021319 319.32 272
10810 10610073 012003012003 |1265 10417 447408468 17111272
1(0610 10610079 012003 |012003 |1251 10955|432021319 425.76 |272
1(0610 10610078 012003 |012003 1251 10417 | 447408468 34222272
1(0610 10610079 012003 |012003 /845 10955|432021319 0.00 (272
1(0610 10610078 012003 (012003 1200 10955|432021318 318.32 272
10610 10610078 012003 |012003 |1211 10417 | 447408468 513.33 272
1(0610 10610078 012003 (012003 1200 10417 | 447408468 B84 44 272
10610 10610078 012003 |012003 /345 10417 | 447408468 0.00|272
1(0610 10610078 022003 (022003 1200 10417 | 447408468 1,711.09 |272 |
10810 0610078 022003022003 |1200 10955|432021319 1,064.400|272 E|
110610 10610079 0320031032003 11250 109551432021319 106,44 1272 El

[0l [ [ 0]

\ 4.7
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Comp Premium Tax
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Glossary of Headings
for
Fl Payroll Posting Report

. Year: The state fiscal year.

. Posting Date: The Posting Date represents the date the Office of Accounting
processes the Fl posting of the payroll results. Viewing the posting dates is
the easiest way to identify an off-cycle payment for an employee.

. Run number: This number refers to the FI Payroll posting run number.
. St.: This is the posting run status. 50 is for posted and 63 is for reversal.
. Posting doc.: This is the HR Payroll Posting document number.

. St.: This second st is the posting document status. 20 is for released
document ready for posting and 25 is for released reversal ready for posting.
The posting document status corresponds with the posting run status.

. Line number: This is the document line number.

. Bus. A: This is the agency’s business area.

. Cost Center: The cost center for real posting for funds and funds center.

. WBS elem: This is the WBS element for projects and grants reporting.

. Work Center: This column is only used by the Dept. of Health.

. Order: This is the Internal Order usually used by agencies to report programs.
. In-per.: The OPM payroll pay period in which earnings were paid.

. For-pe.: The OPM payroll pay period in which the earnings should have been
paid. This is the field that will reflect a retro-calculation for the pay period that
the retirement expense should have been paid in.

. WT: The wage types that are posted are reflected here. Please refer to
Attachment A for a complete listing of the wage types involved with this report.

. Pers.No.: This is the employee’s personnel number.
. SSN: This is the employee’s social security number.
. Amount: The amount reflects the employee’s earnings.

. Funds Center: This is the funds center or appropriation that the transaction
was paid out of.

. Fund: This is the fund that this transaction was paid out of.

. G/L acc: The general ledger accounts are numbers which tell what the money
was spent for.

. Commitment item: There is only one commitment item for each general ledger
account. The general ledger accounts and corresponding commitment items
used in this report are listed on the following page.

. Number: This is the total number of hours for employee in the reporting
month. This number includes compensation hours.
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